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at r raa coraasieraocE coats 


vritten word Is expensive . Drafted or dictated correspondence 
costs fro® $1.50 to $2*00 per page. A glance at your files (and sotae 
stable suit iplicat ion) will confira that this cost is a major one to 
the Organization. 

But you can cut e ea rr cspon dence oasts by careful planning to: 

Avoid retyping and rewriting. 

Write to expreasjoot i^preae. 

P r ev e nt the creation ccf nanecsenti&l copies. 

Use less expensive substitutes for costlier dictated or drafted 


correspondence • 

AVOID KSrmflG AHD BHffiUHCr 

Follow Organ! cat ion format standards sod fH^reapo n d en c* handling 
procedures. They were adapted after study of assy tested systaaa and 
considera tion of Orgparlzatioiiwia* prKTereaces and needs. They were 
estab lished to provide the unif amity essential to efficient earns- 
s pcaadence operations. Individual preferences for special formats and 
procedures lead to confusion over "what is Stanford" sad contribute 
greatly to the amount of retyping requited. 

Limit retyping and rewriting to instances in which you can truth- 


fully say "ye«” to one of thetas questions: 


1. will the prese n t version fail to bring the required results? 


2. Will the p ag er create a deservedly ted impression of your 


Office or of the Organization? 


Approved For Release 


This documanf is pari of an integrated 
file. If separated from the file it must bft 



subjected to individual systematic review. 
78-04724A00020003001 1-9 



Approved For Release 20|jm ; |g^l||U|P78-04Z24A000200030011-9 

NOFORN 

3. Is the nature of the correspondence such that It »ist be 
revorfced until absolutely no further lapreveaenfc appears 
possible? 

Would you, free tbt viewpoint of a taxpayer, eey that the 
paper be reworlced? 

ffae fact that mtd h retyping and rewriting eould well be eliai- 
nated does not imply that our standards should be lowered. It does 
suggest, however, that a piece of ©arrespocifeaoe should be Jradged 
for adequacy on the basis off wiwurn sense rather than on trivialities , 
or p *w i«r » w« >.i preferences . there is a point Where further iaipiro vcaents 
fail to justify spending nccre tine in rewriting or retyping. 

mm *0 sxpiessl.sot mhess 

S |y i y the "Four 3 Fornula" to your writing: Shortness, 3i^pll« 
city, Sincerity, and Strength. Concise, dear writing has a far- 
reaching effect. leas tine is needed to prepare, read, and understand 
it. Mieinterpretaticns are avoided; good relations are Maintained. We 
can’t e* 1 be literary Masters. Wo tan strive, htwever, to rid oar 
writing off the acre couraau barriers to effective c o B KB i n i cation . Sere 
is a partial check list to guide you. Bach W answer indicates a potential 


arm for improvement . 

1. Are aost of your letters or swamranduBB leas than a page long? 

2. Is your average sentence less than 22 words? 

3 . Do you keep paragraphs short— less than 10 lines? 

A. Do you knew some good tedaniques for beg in n ing your correspond- 
ence naturally and ccmersaticnally? 

This documani is pari of an integrated . 
file. If separ isti tarn She file it must b^ , 
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5. Do you parapfcaoe iteos that do not call for a verbatim 
quotation? 

6 . So you use jeraml prono uns freely, particularly "yt* 1 " 7 

7. So yw* too* when the six little verb thievee, aafre, take, 

give, havc aad be rob your writing of its strength,, 

as in Made the decision rather than decided? 

8. Bo you prefer active vert* ( the official read the letter) to 
passive ones ( the letter was read by the official) ? 

9. Be you overwork prepositional phrases such as for the purpose 
of (for), with r efere nce to (abort, concerning), sad raaay 
others? 

10. Bo you answer a question before eagjlaising the answer' 

'fUBTSfT SQKBS81STIAL COPIES 

Copies are costly. B*ey add to the volume of records the Organ- 
ization swat handle, atore.asd dispose of. They aloe dam typing 
operations . Often typing and proofreading tine is doubled idiea that 
w cne extra copy" xaskea two typings necessary. Put a price tag <m each 
copy. Route a single copy to several offices if tlae and cireuraartasnea 
p er m i t. State your co®y needs specifically. Unit courteey copies to 
essentials. Count your copies; na be your copies count. 

USE SSB8TXT0TES 

Is typed c o rg e ap c a a dence always neceesar y? If net, dash off a note 
by hand on an office aM o rmv haa form or cm a transmittal slip* 


E JMFi 


i 


piece of correspondence? Provide for these int tally when setting up 


the format of your paper. 
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Bow about traaaaltt&l oarreuBpondence ? Is it always necessary? 
Bssimp# a handwritten routing dam t or transmittal slip will do. 

Or better still, consider revising the format of the material to 
provide spaces test "To, n Itrcms, n and "Signature" and eliminate the 
tmumadttal corre spcndeaace entirely. 

Does e v ery Instruction or decision have to he in writing ' 7 
Co n sider handling sure ot your routine business by phone or personal 
contact if appr op riate . 

Sees every letter or jaascrandUBi have to he drafted or dictated? 
Consider forat letters (car ■wwiM riBwo ) pattern correspondence 

whenev er possible. They eliminate: 
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Term letters {and memorandums) are appro p ri ate if the message: 

1. Is recurring routine business or infonejatioa. 

2, Is net personal or will not bring grief or disappointment to 
the reader. 

3* Has 5 , 10, 15, or 20 lines and is used more than JO, 20, 15 , 
or 10 times per month, respectively . 

■ 4 - 

ilUhORN This documant is fart ot an integrated j j 

file, if separaUd trer. me Tile it must ba t « 
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m*mm letters (eoeposed of selected pattern or m&a V***‘ 
gxwyha) ore assrc^riate in Urn of fom ccMfix^poarfeoee the 
appearance of «ft individually typed letter or aaso*wa*» i* eadleft 


for. 

mm to use fO» and fetters eoxMpccdeace a* *eH «» othcr 
©ast-^uttiag tectmlqfaes can he deteesinBd sii^ly and inexpensively 
f»3tt so analysis of sample ctarwspeasdensa. T«o soorces asre generally 
a ^alSaiblc — reading or «£» copies oallecte& during • am^Usg 

period. Mae, at bsedqpttters your Records Officer or a aeAer of the 

Ihn m is Ifmiitfimanr Staff i* availsfcl* to help F». **» a Bur,r83r 
and tine tips in IMS article you cam achieve msbat&toZsm results in: 
Better ccgresoonaegee p repared fry apeeflieg^ afcgglcgy. , g £ 


acre 

less 
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maam shttccbs tips 


MIBH M»0 COPIHO *B» 8SB1 W W* ***** 

MUMtM nntnt that In .ana Organitntloo eowpawt*, «npeclnUy 

ov « rw iaatnllntl.-. dunculty ha. «— a-P**” 4 * 4 in « «**** 

,„« ***, «* aimiar «m» o<wiw «•*“» >**“ a **“ “* 

bercnoM. tat*— h~t -1 *n~" •««* “* 5 * rf ~ n “ M of 

«, aoo^laln* . ***'*'*!« —W~ 3W~. P**" 

to carl, asking It vtiamx d to bwOl*- 

Bii* problem ow te reduced by naaticulxwsly eflbericg to instruction* 

f« atocklas tb... pnpor** It 1. «1« to nta*. a***" 4 P«9-*« «» * 

oqqX plan, (rafrlanreted, If poaalbU). “a™ * p * ctal *' *“ 

kHP tha unuand pert Ion aeeorely wa*®* 4 *» it# Jl» tle contnlnor. If a 

^ - 1 ') ** 
p^ar la It. F«*r -1 « «« a^lUtl. at 1 — f«- «» “f^ 1 " 01 
taglatlea. Jenenelature for tha lattar-alae papar aaf* la Crtlaat, rtoto- 

^hle Storage, Print, Btoct »o. 6*6*34*7*, '<* -«• ” ter 

rhoto^lo MW. Print, 3/. Wto-O-Photo *•*»“*•»“* 

*,. 6 r 66 -W 3 -<* 75 . Wth a bit of tnwnlty — -P “ -*• W 

*. 4 «*««. or tnr oT enter inserted is ti* «»*• ***** 

** * humidity chamber. A sponge or ,x*w * 

taa& to haap tba war platan from 4ryln* cut. 

m earn laatwKt abara tha abara nnaaatloaa eoaU not ta folknad or 

m not aaavat. to proraat *ry«a. a pn*ar aafn n» aoortraata* 

a. n*6* - »mi* «• ft li#t* ti^t beat contolnias * 

s neoa p ft ss iag ft h u midi ty chsither- ™i» 

. __ T im nitf h tie In ^sich « trey of 

gh*Xf to hold the jftper aad « * r0a hene*fc& XBB 

.... j . , mi ttod the eftper to be fttorsd and I’-seov# 1 

iter eee placed. A eliding doer perwittea xme 


. mmAa lt noasible to i«^t «nd reawee the ***** tmy 

an neowwsry, w» also nee* ** Thjs documeK , is ?srt gf an i„»egraiBd , 

file. If separaSad fiti» iiie file W mast >e: 
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Frequently reports, pwaphlsts, — a a ili , handbooks, la fact a early 
every type of poblicKtloa^cootalaa pay «*t coa^ lately «Md la th* 
print log > Ihia uaaconoal eal km of "whit* spae •* adds to tbs sis* of th* 
publication^ end, as a result, Increases print lag costs, ftmai mp«»- 
ibl* far copy p repar at ion should keep the following iapesrtant points 
ooostattfcly la mind: 

1. linmr possible, print on Doth sides of th* sheet of 


2. Bam spae* on each sheet. 

It Is r ec ogni se d that variety mad technical aspects of different 
publications do act sake it practical to establish feraat st aadar&s which 
weald be tmiforaly applicable to all Organisation publications. Srvertte * 
leas, the following is p r ese nted as a gold* to using the printed page aad 
thereby saving the Organisation printing dollars. 

IX you are using an 8" x #4* sheet of paper, lease two line# 
of blank space at the top of t fee page and then type the classification* 
type the control phrase, if needed, aad leers three lines of bint 
apace* C o mb s ace typing the text of the report, using s&t-lneh-laeg 
lines* lb* lines should begin about 1 Inch free the left eld* of 
the paper. Shoe, with a -sfa-insh Una, the right-hand ear gin should 


be afeeat 1 Inch also. It is not always possible to Maintain this pre- 
da* right-hand asrgin but every effort should be aads to tea p it as 
assort as possible. She test should as* 52 linos or 8 5/8 inches of 
the page* ft© lines of blent spae* should be loft sad then the classi- 


fication should be typed. Fags mashers should be typed on the saw* 

This document is p ,,rf of a „ i„f egnte<f 

COiritlimi f sabjac/edT^ 1 - fi3M Me * “"» 
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„ will leeew two ejeeee to the hottoi 

orthew If e «oot»«l stewee ie Mwoq, 1* *• tW* 

directly beneath the elaaelfieatlon. 


H-yriiTORa fa 

SSaoe it it neaewtofl t4«t ? 
publication* , when possible, be printed on both eidw at the paper, 
odd pear a u a b e r* should 


on the lover right end 


on the lover left, 

H mOmr* to thle forwwt, they wooM he *>Ur — 






"" ^ * rvA> 


* \A 


considerable 


In printing costs w ould be reniinede 


ceiyiBii?xn 
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USaWBCK «SHRT 

totalling U08 -lUlon «lr«*r b«™ pali <»t order 

tte Federal ftployto^Group Uf. ln«n«ee fro*™., «*K* ««t l«o 
effect in 1954, Civil Service Cowsission reports 

A total of 43,046 elalae have beea P*id» including 13 » 9^ for 

$68,224,910 during the 12-®onth period ending la*t July 1- 

fhe prograa is the vorld'e largest of it* type, with $U *>*111 081 
lBfur*&ce currently 1* farce. It let. 0. 8. earker. P*rch«e life i«mr- 
«,« „ .„»1 to th. **»> M. «-r —a -url..— 1“ 

Government paying * thlrd of ^ COBt * 


C OIF I B B I 5 F 4 t This document Is psri of an integrated 

file. If separate -from tha fib it mufcKba 
** subjected to individual systematic ra^iiw. 
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A CGURAGECC8 BBtmiW ASKED SIS 
mm OF HER YUJWS OS acw HE COOU) BE A BE TT Bfl JSAHASEXU SHE BR0QD1D 
AMD SCURRIED FOR A WE EC, AID THIS IS HEAT IS FOOD €S BIS UK 
IF THE SHOE FITS 


A SSCBETAIY TAXIS SACK 


io 




Bo *5* 

Frankly, X wasn’t quite sure how to go about this job. Ho one 
has ewer asked me to do anything quite like this before, and I doubt 
that many secretaries have been handed this particular assignment, 
though heaven knows they get asked to do almost everything else! 

Anyway, I did decide that X wanted to caste up with something 
useful instead of the usual gripe session about starting dictation 
after 4:30, giving unclear instructions, marking up letters in ink 
and then sending the® out, and that sort of stuff. And saying "good 
morning, " remembering birthdays, and what not. So I talked around 
the office with sente of the other girls a little bit, trying to pick 
up some generalisations which would apply not just to you sod your 
habits but to a good cross section of executives. 

Each secretary X spoke to had something different to say, because 
naturally every office situation is shaped by the personalities Involved. 
Some girls could suggest nothing — maybe they had a high sense of 
loyalty or were honestly contented, or just had no critical ability. 
Others were practically impossible to turn off once they had started, 
and X found that though may of their comments were worthwhile, it 
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very easily disintegrated into a petty kind of sniping session. 

Kay be SOB® of this flavor still regains in ay findings, but perhaps 

that is inevitable* 

To begin with, a good many men seem to have missed the idea 
that you bad when you asked me to do this job — that they can improve 
their performance if they really think through how their secretaries 
can help them. This is really quite surprising considering that a 
man’s closest office associate is usually his secretary - and she 
is als o the one who can upset him the most easily! So let me say 
at this point that your conscious attention to ay job should be an 

example for your collea&ies to follow. 

Beyond that, most of the girls agreed on one thing! It is 
virtually impossible to do a top-notch job unless you are kept in- 
formed of what the boss is doing and just what his duties are. Though 
this “member of the team* stuff has been worked to death, a knowledge 
of the problems the boss is tackling helps greatly to stimulate the 
secretary’s interest. If she just sees fragments and comers, it 
can be highly frustrating and confusing. Tou remember the famous 
story about the elephant* Six blind lindus, according to the story, 
tried to describe an elephant, tach took hold of a different part 
©f the — tusk, ear, trunk, side, leg, tail. Sack then de- 

scribed the elephant in a different way — as a spear, fan, snake, 
vail, tree, rope. 

It is to the executive’s benefit for hie secretary to be aware 
of the big picture. He can then entrust her with increasing responsi- 
bility with the assurance that she knows What it is all about. 


Approved For Rel&Sfetd&lll ffcfl >d&\^R6p^8-O4724AO9O2Q0a30i0ti i9ri of an integrate# 
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Me usy of the girls I spoke to had very asfi 


eelings a 


organisation and use of time. They wished that the boss would start 
his day by thinking out as completely as he could exactly what he 
was going to do* He might then read his sail (if he gets it fairly 
early la tbs morning) and arrange it la carder of importance , shaping 
up the reply to each letter as he looks at it. Then enter the sec re- 

'fj (LifTCT jjjf' 

tarieo. Too often an executive calls hla 'g lr i , into his office without 
the foggiest Idea of hew he wants to say what he has on his mind. 

So the organisation takes place during dictation, an often slow and 
repetitious task with much reading back and changes. Sew natch it 
would help if a man simply sat quietly in Ids chair for five minutes 
before starting and mentally sketched out his wording. 

This kind of jt&vance planning, incidentally, cuts down the crisis 
nature of too many offices. So secretary minds helping the boss out 
of a sudden emergency — sad interrupting her schedule of work to do 
it — but a constant series of fire# to be put out is disorganising, 
irritating, and unnecessary. 

dll too many executives have obviously not reached their present 
posts because of their grasp of the spoken oar written word. Scene of 
them seem to have difficulty In expressing themselves, and though a 
good secratary can smooth out the letters (if she is literate herself} , 
the result may be sterile and lack personality. Some sen realise 
this lack of skill on their part and try to deal with It by writing 
out what they wish to say, and giving it to their secretary to type. 
But here enters another tragic flaw; many of the men are Illegible! 

It is dynamic, no doubt, and a sign of having arrived to write care- 
lessly, but pity the poor translator who is certa^ 

* 
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It MWT .top. bring toportmt to totot «m totoo. 
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aad needs toatoftd of » person to tor ora ^ ' 
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m ... t.. k*f job to elsarly defiaed sad 

•a& to toe eaecutire to p«rticol»r xr mmr jo« 

„ 4 *. «■« r«*ht r*iher than *wt a bftdwlSPPtos «»crati«» 
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Raw, I would hope that iili executives in cer office — you 
included — would make a real effort to evolve their secretaries* 
jobs in the direction of "administrative assistants" or "executive 
secretaries*, lot only would that make our lives pleasanter and 
wore rewarding; it would step up the efficiency and productivity 
of evexyoae in the office. 
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fCB 1MWM BM8IC MORAL CLttBWUDUMOl 

At the request of an Operating Eiviaion, the Inttont t S^l***- 

ticai Staff of the Office of Training has recently developed a teat to 
determine aa individual* e ability to eoagretiead aiscple r&\ml instructions 
in a given language. Seaulta hare indicated that the teat will he a use- 
ful device for the selection of individuals whose language ctajareteiislon 
is sufficiently good to permit them to receive training. Oais test does 
not Measure reading or writing skills, hat is designed for use is speci- 
fic situations Involving ability to eoaprehend spoken langua^s. tt ^ v 
has no relationship to the ljnnny% l a nguage aptitude and prof ieieney^^ 


,.4i' 


tests Vhich are adniniatered at h aa dcpunr tera for staff esployeee, 
it 1 *^ 1 * set he confused with than* 

fi st test is given hy n a ans of a tape recording* It takes sfcout 
-taSty Minutes to ceegtlet* sad score, and does not require the aaBinis- 
tratcr to know the language la **eti«u Tbs test consists of a booklet 
containing 75 eets * pictures, four pictures to a sat. The subject 
neat identify the picture in each eet referred to by the voiee speeding 
ca the tape. The sane test booklets are uasd for a variety of languages 
*s the pictures are of activities generally s®®li«hble to aany cultural 



25X1 A 


Tests are now available in English, German* Sussiaa* latvlan, 
iMteniaa, and Ukrainian. IM can sake tapes available in a variety of 
leakages. Renats for these teats should state the language needed 


this document is part of •" 
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and the tape speed vented, the <SPIe*iire»w«ts on the v** «*• ****> 


ttee possible, the Individual *bo Is to atoH»i«ter the testa be briefed 
^ a nimrl — of the MB Staff, end that the results of the teote be eettt 


to MS mo that research in this field css continue. 
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fiMtde tjpgttwi KutoBKtlfliUsr operated * per f o r at ed paper 

tape are being used to save a substantial maeher of typing and proof- ^ 

1 ; ! 

reading boars* especially la the preparation of texjual adcrlala which 

require editing and the revision of *<mnl drafts before the final text 

is typed- 25X1 A 

trtefly* these typewriters capture* la the fora of holes la a paper 
tope* the data being typed. The perforated tape thus produced esc then 
be Inserted la tbs sane typewriter and it autoeatlcaliy operates the type- 
writer to produce* at ISO words a shuts, an enact duplicate of the origl- 


Buring the entcsatlc typing operation the asrhlne any be stepped to 
type annua l ly changes or additional data. Inf oration included In the 
original text tot not wanted la sabeeguest retyping nay tie deleted. 

®m» operational steps in the paegaratlon of a report subject to 
•Siting by several different Individual ^before the final text Is agreed 
upon* night be as feUtams 

1. Slanltaaeottsly ae the first draft of a r e p or t la typed* the 
\ typed data is captured in a tape. 

2. She typed draft la proofread. Any resultant change* ere and* 
la both the draft end its tape. 

3. The draft is a distributed for eoaeurreace. The tape is 


retained by the typist. 

%• When edited copy of the first draft is returned* the changes 

farad in all edited drafts sre —anally transferred to the original 

eopy^pproved For Release 2001/11/01 : C\A-RDP78-0472^ AmvimAi ' R ^ 1, * an ,n!9|rri,,8tf 
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5. Jhe co rr ect e d original la given to typist <ha ta w to 
the tape^prodaeed from taping tbe flnt draft. Is the reading unit 
of 13 m machine. 9 m asohlaa tkm starts automatically to type the 
first draft. Mm addition*, da Let loos, and otter changes occur In 
the edited draft, the typist stops tbe automatic typing and. Manually 
type© the changed material. Aa tbs autocalls and manual typing la 
parforaed tbe Machine eapturee both the awt neat 1 rally and aaiantly 
typed date la * tape; thus, an qpjtefced taps for the s s coad draft 

la poradnaed ait tba rate of 120 wards par adnata. 

6. Open eaopletioo of tba above o y a r et loe, tba Manually typed 
date im proof re ad , (the autcantleally typed Attn dona not require 
proofreading.) 

?* She st owed draft la than distributed for aatarmwe. Ita 
tago fa retained hr the typlet and the oM tape la daetrayaft. 

8. dll of tba above steps ace repeated for each successive 
draft, ifeea the final draft la racelwed, ita tape la laesrbeft la 
the reading unit of the imohtoe aad the finished report la mfcoaetl- 
aally typed end does not require proofreading (ex emp t far tba laooa. 
sequenti a l amber of change* that nay haw been aada Is the final 
draft.) 

It la Saportaat to note that with each addltloaal draft a*dr the 
aaaunt of naaual typing aad proofreading d s er aa s t a abUe the wount of 
»*&***& typing Inn-se a en . da a recilt, flaal report* are produced at 
a high rate of speed without err or. 


COIF ISEIIIAi 
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sultmdta the -oat eertMhile suggest Iona. He reives a person* <**«***- 
tim. signed by bis Deputy Director, «4 a copy is j«t to Ms Gfflelnl 


Personnel folder. 

SH. coraeittee targes you to reoasber that your supervisor on help 

you develop your Ido. ®*i** It through. ** OTer * mm 21 “ 

through your supervisor} he een help m** your ido biggw sad better. 

te o fine! word, «• *KJt« the fresidsn* of the Halted ftfttes eho, 
la » re c e nt discussion of to Incentive dmards Broprea# s»ldi 

Stover has there been * awe vital need for nee ideas end 
superior perforaesce in sll fields of ende«vor. w 
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ftwaideat Sisenhcwar has signed a nev retirement hill which 
will benefit several thousand widows and widowers of deceased 
Federal employees. 

It will let them pay back Into the Civil Service Retirement 
Fuad all or part of soy contributions the deceased spouse may have 
withdrawn from the Civil Service Retirement Fund. 

In this way, they can build up their survivorship wmdiies to 
the level they would have attained had there been no withdrawals 
from the Fund. 

Federal employees who leave the service are permitted to 
withdraw their contributions . If they return, they ordinarily 
attempt to repay. 

The new retirement bill was signed the day before the 
President signed the independent offices appropriation with its 
rider prohibiting retirement in creases unless Congress first votes 
the necessary funds. That means the new bill will not be affected 
by the rider. 
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It is increasingly desirable to standardise as auch *» 
possible tbe length of oversea* ton** of doty of the various 
Career Services. Several of the Career Services have in the past 
adhered rather strictly to a two-year tour of duty in canter to 
insure that the asxiaua mefcer of key people received the benefits 
of overseas service - This objective has been, largely accomplished. 

In consideration of the fact that at least sc®e weeks are required 
after an eraployee reaches his overseas poet before he is able to 
na aaaaa full responsibilities and that bis last few weeks before 
departure for the States are used in part to phase out, a two-year 
tour in away aunt is not ecanaraical. It la believed that in aest 
instances the best interest* of the Organisation would be served 
by bayin g enployees either extend their tours for a third year or 
ocas to the States on leave foil owing overseas assignment and 
return to their posts for a second two-year tour of duty, Sfcwever, 
it is hM <<wn y sound to rash® initial a as l grae nta for a two-year 
tour of duty in order to provide flexibility to both the Organisation 
sad the eapleyee if for soy reason at all it appears desirable to 

ltedt the tom* of duty to two peso*. 

Ibceept for posts where, for hardship or other special reasons, 
a tou r shorter than two years has been adopted, personnel will 
continue to be essi^oed to evwraee* poets initially for two-y«ar 
tours of duty. Saastira* after the completion of one year an a before 


WOFORN 

Approved For Release 2001/1 


This document is part of an Integrated 
file* If separated from tho file if must b® 
subjected to indi'Jii.ai systematic review. 

If flS-047 24A0002000300 1 1 -9 



Approved For Release 2001/11/01-: 


am 

NOFOP 


P78-04^1A00020003001 1 -9 


the completion of fifteen souths at overseas duty a deciaian 
Should he aade by the Head of the Career Service whether: 

1. the ggplg y c e returns hca» an a peraauent -<±»age -of - 
station basis at the and of the two-year tour, 
g, Ms tour fc^r i thii'i ^ 

3. takes leave following overseas assigrMeot and 
raturo* to hie post for a second two-year tour of duty, 
fhe Chief of Station should forward to fcaaa<®miters his 


w cm conceroihg the length of an caa pliy cc *e hour, 

»«v<ng into conslderst i on the desires and consents of the employee 
and at a supervisor, She ajqjaropriate Career Board will sake its 
decision based on the need or desirability of the services of the 


cnploy ee in another seslgnaesrt or the need to assign another 
employee to the overseas position in questicn. In all eases, the 
Career Board will notify the employee througi Ms Chief of Station 


of the decision concerning the length of Ms tour. 
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DM yow know that at least one of every seven persons in your community 
ioill &e hospitalized sometime this year? 

Your GEHA Hospitalization and Surgical Benefits Insurance can 
• help vou pay costs of illness if you or a member of your family 
-should be hospitalized or receive treatment in any licensed hos- 
pital or authorized clinic. Your administrative officer can give 
you the names of authorized clinics in your area. 

KEEP 

YOUR HOSPITALIZATION 
and SURGICAL BENEFITS 
INSURANCE UP TO DATE! 


m 


STATINTL; 



STATINTL 




NOW, premi um s may be paid anytime by mail or inter- 
office mail; at headquarters, you can pay in per^n Ijtwefn 
10:00 a. m. and 3:00 p m. instead of just during the first 5 work- 
days, of each month.. Under certain circumstances, your pre- 
miums can be deducted from your salary. 


GEHA, Inc 
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Since the ap prova l of Fablle Law 863 directing dtum& B In the 
fowraaaeiLct accounting m& budgeting system, a group of teraa htts 
®*®9 lat o use Uhl e h seems foreign to those of us valued on tew such as 
ellotmeafca, obligations, wad expenditures. the so-called new term 
«re b a sic to the cost side etf accounting and budgeting sued aunt become 
m part of our every-day operating language. la order that talks, 
discussions, articles, sad regulations any be scare meaningful to all 
of tw, the fundamental cost terns are defined or described bare. 


Q0&£ is the use car constating phase of operations. She <i«i im » 
cC all item such as our salar y and operational gifts sad cqalpent 
that are used or consumed la doing our daily Job are a cost of tha t 
£cfc; the costs that auHof us incur become a part of the cost at out 
organizational unit, of aa activity, of a major program. A cost is 
Incurred shea employees have earJsed, a contract is completed, printing 
received, supplies and e quip m en t issued to the pers o n using them in 
his Job. Th us cost is the final phase of the cycle of ordering, 
reeelvtng^aad using goods and services. 

dOST -BASED BUDGETS ore plans far operations stated in term of the use 
of goods and services as opposed to the ordering of such goods aad 
services, which is cur current obligation method of budgeting. 

COST ACC0GSTX95 is that method which provides for the. recording of 
all the elemen ts of cost Incurred to accomplish a purpose, to carry 
cn aa activity or operation, or to complete a unit of vorfc or a 
specific Job. 

NOFORN This (,ocumen1 »* part 0? m Tntegrafed 
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GOST caBSBR is a unit (orgsaizatlcoal, project* activity) selected 


f or the purpose of acaasaalating costs that can he identified vith a 
w-twg i* saxisgejDent responsibility . The record in which the cost dafta 
is accumula ted is technically ceased a cost account, la discussion 
writing these terns will he used Interc hangeab ly. 

COST CLASSXFTCATICR is the grouping of data in such a naaner that it 
will he asst useful to awageoent in discharging its responsibilities. 


The more c a aao n classifications are: 

TSntBGS COSTS — those which may be identified specifically 
with a given organisation, project, or activity such as operational 
equipment used by a project. 

mniRKJf COSTS those incurred for Joint organ! zat ions , projects, 
or activities such as station support, These costs are also called 


CVXaSEAD COSTS. 

OtM&mLms COSTS — those incurred as a result of orders by 
the asBageaent of an organisation, project, or activity such as 


salaries, travel, transportation, equipaeat. 

BOK y u s ror >TT.tT»3g COSTS _ those incurred in rendering a servics 
to an. organisation, project or activity and act resulting fraa the 
direct order of the seuMcement of the organisation, projector activity 


gwte as OrgBnimtion'ydnaed transportation services. 

CO ?P is a predetermined estimate of the amount that reasonably 


should be Incurred under specified conditions by an arganisartiem, 
project^ or activity. It has its greatest value as an aid to wnsgraaerrt 
in evaluating the actual oast of operations. 


t'.-'! jjCr 
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gggf (ssma^SMSB t* m mmaemam co fee par* e£ wmogjiourt 
«U loeel* of the OrE«*iz«tion of porftscaooee sad «o«fc <* dsine 
i nirtlTr - r Tht# awareness Is attention to two rnjor sheets of coat: 

1# ^ n imniiwm of tb» actual direct sad eeafereOloble 
aodo of the operation* for itlct the particular level of 

jj* reepoaslStlo with shot those operations rauecoshty 


2* fee co at «ff*et of deaaafte on others to fevaife wsxnlem 
to the excretions. 

fee fe rego l flg Hct of definitions is fer tvm tut doe* peorlfe 

n introduction to coot towdaolofir, la tbs «th » «*d *«•» to coac 
w dll feoar acr e about coats od our l i st of terao dll gffs. 

Sdo stooge la bo^stlag oad accounting dth eigh a ei* on coat is 
ad assigned to «mu asm «* ueiaMUBaii« but to pfedda 

jggMaattlCB that enables a awm i uaf a t to ado decisions os • w« mcamtoe 
end coaolotent bools. 
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Oa 9 and 10 October 1958, the Comptroller sponsored a training con- 
ference rear about fifty etainf officers and supervisors of the Sff CSsreer 
Service to discuss career policies and t echnic a l issues. As et the two 
prior conferences, the use of a site awey froa headquarters routine and 
Interruptions ^we greater freedom for full discussion of complex issues , 
and provided an opportunity for S0P personnel to become better acqjialnted 
under informal conditions. One purpose of the conference was to ii^arove 
Unison between SF employees in the Office of the Controller and these 


assigned to other offices. 

fbere **a discussion of 8 F Csreer Service plans and policies, including 
r^»| a losy personnel issues as training, hiring, rotation, promotion, career 
planning , the flexible table of organisation, fitness reports, supervisory 
asd managerial practices, sad Job descriptions. Also discussed were pro- 
visos of overtime, the use of Electronic Data Pr o c e s si n g Machines, budget- 
ary cuts, grade structures, the vital document* pr og r a m, vouefcered mid 
conf idential funds procedures, and regulatory issuances. 

Key Issu es at a later session were the Presidential budget policy; 
P ^sas %0 haw/ilw funding reductions; the consolidation of budget sub- 
adssioas ; sispllfied procedures; approval systems; and the technical treat- 
ment of object classes of expenditure, unliquidated obligations, man-year 


statistics, advances of funds, and reimbursements. 

0 a the raw ed day, procedural accounting questions were raised, including 
the definition of allotment obligations, the unliquidated obligations, and 


the no-year appropr iation issue. Among the topics expl a in ed were the 


following: 
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1, the Procedure for Issuance of Property Declared tteeees »itb- 


oat p r op e rty Aathortzation Charge, 

2 . tb. procedure foe Pr o pert y Accountability at SJrpe U Aeeowat- 


able X n et a llat lona, 

3 . She proposal to Issue a 
of AUotasat Charges for Detailed 

k, The status of tbs revision of 
os Comptroller operations 

5 . Se revision of the Travel 

6 . The Survey of functions 


geadquarters Bsndbook on MJuBt®«nt 


A ^ 11 Via 

1 * *- regulatory 






25X1 A 
25X1A 


Pc rfa rae d by Budget sad Fiscal Officers 25X1A 


to establish Statement of Functions. 

te es pleaatlon ass given of the Financial Hsnegmaent T^aectmmxt Inst- 
ructions sad toe they fit into the Organisation program under recent legis- 
lation. The coordination of this Comptroller effort with Orga nlz atioa 
anaagneat sad the mt of the Support structure will be discussed at the 
fcrkfcooadag conference of Administrative Officers* There vas also a brief 
progress report on the allotnsnt simplification system, the education pro- 
grsa for cost consciousness, and the current cost sgsrisnts* In May 1^9 
tto Cont r o ller will sponsor another two-day Cost Conference to prepare for 
the ace repaired eost-besed budget and related issues. 


COIF IB1K7IAL 
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fte Out --Placement Prograa was established lost February "to prcnrlte 
goltanm sad assistance to Orgmdasrilaa erapioyeea ifeo Iwve either beeco© 
surplus to ouar program awsla or who For personal raascaw fa«i ttet a icog 
tenure with the Organization ««14 act be beneficial to either tfeemeelres 
or the Organisation. primary atari nls trative objective behind, the Out- 

p^&eeawaat program is to waist v«ll*4»e*rviag employee* to mate aa orderly 
transition from our service to other fields at' employment . 

^pes of service# furnished, by the Out ~P3zAUcac.nl Swact are: (i) 
w t e r rwi ejqployaent guidance in terms erf current 4<h opportunities in 
FetornX* state, and local govermaental unite; international organizations ; 
universities; and private industry; (2) assistance in developing jcb 
■y wM Mfti s n d ap pr o priate enploynent data ecnaiat^t with Organisation 
s ^degama t status; (3) arranging tar internal security end cover clearances, ** 
ra^dredi and (b) arranging for specific external aapJoyaeat referrals 
and interviews. 

Although the current labor smstet is, and baa been, fairly tight, 
a naafcer of successful out -placements have been mode by thin activity, 
i»-»»gr*tiy through the efforts <rf tlss Out -Fla cewent Branch in ttisgiiosiag 
t raasf erratic sUlls of Organisation employees and matching then with 
jobs in the seme or related fields • 


riOFGRN 
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3ffiK*KM~C«P PROOSAM 

Early thl© year, the Director approved * program for the idusctil'iea 
tic® and eclectic® -out of the Organization of individuals Whose effective 


ness Is substandard, that ia, persons who cannot neet Organ! safcioa 
standards of work efficiency cur conduct . Be pointed out that the rapid 
rate of eapXayfflest dictated “by the requirements of the Korean period 


resulted in the app oln tncct of warn persons who have not been able to nshe 


a reasonable contribution In behalf of the Organ! atlas's objectives. At 
the mm t isae, the Director eapbaaiaed the recpcajaibilitiee Deposed upon 
the Oremiraticm for undertaking this program with painstaking objectivity* 


Ttm procedures outlined “bel ter f ear carrying out this pr ogram , si® to 


assure Judicious and careful deliberation in all eases . 

1. B» Beads of Career Services end the Deputy Directors identify 
those individuals who are failing to neet Organization standards 
and refer recoasendatlons for selection -out to the Director of 


fter eonnel. 

2. An individual who is proposed for selection -out is irf oread 
of this fact by the app r opri ate Deputy Director or the lead of hie 


Career Service and advised of the reasons. 


3* 35*2 Director of Personae! reviews each selection -cut proposal. 

In doing so, he holds hearings to develop the facte and advises 


the individual of appeal pre-visions. 


h. Following his review, the Director of fbrscnael (l) racasaends 
to the Director that the eqplqyce be terminated, or (2) accepts 


the individual's resignation real, in Meritorious cases, may 

wnFCRN 
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provide assistance In dbtalnlns other acdngaest, or ( 3 ) nocnKule 
car effects alternative actions each. as rettsaigraaeoft with or without 
reduction in grade. 

Cag— fcxmlly proposed to the Director of Personnel for selection -oat 
baste tees resolved fey terminstiori, resignation,- r vagiga aeot or 
voluntary retl r a a s nt shea individual* sere eligible. Up to »id -October, 

56 cases have been resolved. 


- 2 - 
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M&msma aid disposal of motor vraxcxss aid vsasmtL mwart add 

SB C C B VBg ICB OF LOCAL CURDU8CT 

2be Operations Coordinating Board (OCB) ha* recently conducted a 
review of 0. S. Government administrative policies and practices having 
a bearing on foreign attitudes toward 0. S. personnel at oversew posts. 

As a result of this review, the Board tea prepared a set of Aildes, for 
use In developing regulations, pertaining to the importation and disposal 
of personal property, the acquisition and conversion of local currency, 
and the importation, operation^and disposal of motor vehicles. CScpies 
of these Guides are being transmitted to all Chiefs of Diplomatic 
Missions and Commanders of U. 3. Unified Commands with a Joint message 
from State, Defense, GSIA, sad ICA revesting that the Guides be used 
as a basis far the adoption of uniform adm inis trative policies and prac- 
tices chi these subjects. The contents of these Guides are ^cted below 
for your information and guidance. He a d qu a r ters is currently reviewing 
Regulat ions with a view to making appropriate amendments thereto in 
ge ne ral conformance with the policies and practices set forth in these 
Guides. 

(t i. fhe Guides set forth in this paper complete the action with 
regard to Recommendations 17 and IB of the OCB Report on U.S. laployeea 
Overseas. In consenting on this Report, the President, on April 2fc, 1&&* 

said] 

#®se im por tance of building up good personal relations between 
foreign nationals sad Americana who live and work overseas caimot 
be over-estimated.” 

COIFIDIMTIAL 
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lepart itself noted that the attitude of foreign nationals toward the 
presence of Americans depends prlaarily on the extent to which individual 
Americans demonstrate cannon courtesy and good Banners eaMbit a 
sense of responsibility la the discreet use of their personal property, 
p a rt icular ly their automobiles* Baring noted, further that all of the 

€y 

administrative practices bearing on foreign attitudes need across-the-board 
asd edkinuing emphasis at all level* both in agency headquarters and in 
American mis sions and commands abroad, the Report concluded * 

over-riding need is to instill in all Americans serving their 
government abroad an under s tanding of the fact that they are essen- 
tially guests of the host country and, as guests, are obligated 
to *-»-pt«y normal good manners, to folios a reasonable standard 
of moral conduct, and to avoid acting superior to their hosts.* 
l t 2, Pursuant to the above, the Operations Coordinating Board has 
examined steps which might appropriately be taken to correct certain 
abuses concerning the importation and sale of personal property and 
transactions in local currencies. Hie Board has also examined steps 
«t»4i»>i might appropriately be taken to eliminate or minimis e the adverse 
impact upon the prestige of the United States of vehicles operated by 
U.S. personnel overseas. 

"3. As a result of these studies, the Board has concurred in the set 
of guides and rules set forth below for use in developing regulations 
which will apply to the importation and disposal of personal property, 
to the acquisition and conversion of local currency and to the importa- 
tion, operation and disposal of motor vehicles, both official and those 
privately owned by U.S. Government employees overseas. 
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k* Wtoeb Amb assador vlll be responsible for the development of 
rsoointioBs embodying these glides which will °* s * **** onnel 

nl t h eir dependents a ssi gn ed oar sttadwd to diplomatic aM consular 
offices in the country to which he is accredited. 

fl gaeh CoMsadsr of O.*. 8hlf ied Coanaafla will be responsible for 
the development of regulations which will apply to all 6.8. parseenel 
const ituting his com —ad sad thsir dependents, but will weelade thoee 
0<8 . tHpsrtas&t of Defense sdlitary and civilian personnel assigned to 

dlplxwatie and consular offices. 

M><t. the in themselves will result is a sub* tan t ial 

O& g pte of com m on practice. Ambassador* and Commaders of Vilified Conaandi 
collaborate within the framework of existing relationship* to 
ttvoid unnece ssary differencec in the treatment of the various categories 
of u.s. personnel and their dependents. 


Motor IWhieles and 


It I, tbtg fximXixmB and procedure* devised for application at the ccuntry 
lerel t ht^l be consistent with regulations, customs and practice* of the 
host country. 

% g. However, personnel shall not engage in any practices in the 
tr ansact ion of personal business abroad which my bring discredit cm 
thaase ivea or the 9*8. Sovernaant. 
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B. Guides Pertaining to Personal Property 

9. Bartons! p ro pe rty be imported for the employee's uae visile 

at the post car station and not far sals* 
f 30. Advance approval of the designated control officer, officers, or 
eosnlttee (hereinafter referred to aa the " d e signat ed control authority** ) 
shall be obtained fori 

- a. Importation of items of high resale -value after first 
***** fthlja&eSltj 

b. Sale or other disposal of personal pr o p e r ty to other than 
0.S. Government personnel in extraordinary situations such aa the 
transfer of the officer or eaployee from his place of a s s ignm ent 
and than on condition that applicable local duties, taxes, or levies 
will be paid in compliance with local laws and regulations. 

' 11. Sale of personal property usable world-wide such as photographic 
equipment, wrist watches, silverware, or fire ants, shall he restricted. 

Shis Hat will vary from country to comrtry and It ia ass um ed that a common- 
sense rule will prevail. 

r 12. Control shall be exercised over initial purchase and resale of 
items acquired through 0.3. Government-operated commissaries and post 
g a Bessie of eoosusmbles to locals by Americans or by local 
employees of the U.S. Government when they have conaiaaary sad peat exchange 
privileges shall be prohibited. 

' 13. Control shall be exercised over i m p o r tat ion of highly s a lab le coo* 
noddies through U.S. Gove r n m en t channels of entry such as diplomatic pouch, 

APO end FPG parcel post, attache and special sdsslon planes. 

/■ 

Ik. Undignified sales practices, such as auctions, "firm sale" type 
advertising, or use of employee's title or c on n e ction with U.S. Government, 
shall be j«p$*Mfteder Release CIA-RDP78-04724A000200030011-9 

COIFIOlRTlil 


Approved For Release 2^miM : CIA-RDP78-04W4A000200030011-9 
CQRFIDEH T X A It 
Quidss Pe rtaining to Motor Yehiclea 

^ 15. Vehicles should be appropriately inconspicuous sad unostentatious. 

" x6. Uniform and mandatary motor vehicle inspection programs will be 
established to ensure highest standards of Baseband. cal safety. 

IT* Brlvlag permits and license plates will be issued only upon the 
successful completion of stringent driver- testing programs* 
r 18. Appropriate restrictions on operation of vehicles by minors will 
be imposed. 

r 19 , Special markings on 8.8. privately-owned vehicles will be cur- 
tailed* 

ft SO. Adequate liability insurance coverage with a reliable firm will be 
a prerequisite to the licensing of private mo t or vehicles. The rel iab i l ity 
of a fix m will be determined, in part, by its reputation for prompt settle- 
ment of elains or its willingness to guaranty prompt settlement of aeritcr- 
ious claims. 

/? 2k. Vhara practicable, U.S. official vehicles will be inconspicuously 
painted and identified. 

' *2. Consideration will be given to the stag* n ai oa or withdrawal of 
driving parait a of TJ.8. operators for redds** car dr unken driving or negli- 
ges e* whi ch causes death, bodily injury or substantial property daoage. 

23. ’Where app r o priate, rationing or denial of tax-free g as oline will 
he initiated judiciously to limit operation cf O.S. vehicles to eottfiw® to 
local situations . 

7 2k. Coordinated progr ams will be established to effect prompt settle - 
■amt of cte**— arising fns accldente involving 0*8* vehic l e s , both under 
the provisions of United States oleins legislation and those of vehicle 
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aaK of issporte& be to ms per ^>l«yee 

*t a poet except in eircuostaaees vhieh can be Ratified to and approved 
ijy the designated control authority. 

B. Sttidea pertaining to Foreign Carreaeiee. 

( 26 . fera l g n currencies for personal nee shall be obtained through 
8.8. authorised ehaaaels. SUbse<**mt conversion of local currency to 
Collar instrusssrt# by B.S. Ctoverwest Bisbunaine Officere, «hers peraHtted, 

^ reasonable in light of conditions prevailing within the country 
af a»elgnw»nt and shall bear reasonable relationship to ewwuts of local 
currency acquired throutfi 0.8. authorised channel*. Conversions of local 
currency to dollar or other inetruaeirts rill not ha aada for 0.8. citlseas 
other than O.S. Oovernaent personnel or their dependents except through 
0.8, personnel specifically responsible tm ***** *° ** P** <* their offie4 » i 
duties. 

"Uj. faynest of overseas part or station allowances ilaU be aade in 
local currency to the extort that such expenditures are in lonal currency. 

*80. Advance approval of the designated control officer shall generally 
be obtained for c o n ve rs ion of proceeds of sale to duller instrusetrte. (this 
gon act authorise conversion where presently prohibited.) 
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